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I. AUTHORITY: 
 
 Deputy Secretary of Youth Services (YS) as contained in La. R.S. 36:405.  

Deviation from this policy must be approved by the Deputy Secretary. 
 
II. PURPOSE: 
 
 To outline procedures for Crime Victims Services referrals regarding crime victim 

notifications made directly to any YS office or secure care facility.  
  
III. APPLICABILITY: 
 
 Deputy Secretary, Assistant Secretary, Chief of Operations, Deputy Assistant 

Secretary, Regional Directors, Facility Directors, Regional Managers and the  
Family Liaison. 

  
IV. DEFINITIONS: 
 
 Crime Victims Services Bureau (CVSB) - A public service of the Department of 

Public Safety and Corrections Services that enables victims of crime to register 
for notification, and facilitates access to information available to crime victims.   

  
 Family Liaison - A YS employee who serves as the point of contact for family 

members, community support personnel, volunteers, the general public and YS 
staff. 
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 Victim – A person against whom a felony-grade delinquent offense has been 

committed. 
 
 Victim Notification and Registration Form – A form on which a person may 

indicate a request to be afforded the rights prescribed in law and/or policy for 
victims, witnesses and other designated persons.  In the context of this policy, 
the term also includes letters requesting notification about a youth's movement 
through the YS system, and requests made by telephone or identified in any 
investigative reports in YS possession. (Note: Forms are available through the 
CVSB at Corrections Services or the Family Liaison) [Refer to Attachment C.1.7 
(a).] 

 
 Victim’s Family – A spouse, parent, child, stepchild, sibling, or legal 

representative of the victim, except when that person is in custody for an offense 
or is the defendant. 

 
 Witness - A person who has relevant information about a crime that was 

committed and who, consequently, could be or has been called as a witness for 
the prosecution. 

 
V. POLICY:  
  
 It is the Deputy Secretary’s policy to ensure compliance with the law governing 

the rights of victims and, in response to requests for registration and/or 
notification, including referrals from the “Crime Victims Services Bureau” (CVSB), 
to facilitate access to information as per the law, to enhance responsiveness to 
victims by staff, and to cooperate with other criminal justice agencies and victim 
advocacy groups. 

 
 To achieve these ends, YS shall collaborate with the CVSB, other justice system 

agencies, victim advocacy groups, and other community-based organizations to 
ensure that all victims are treated with respect and provided with all required 
information and notifications. 

 
VI. PROCEDURES: 
  
 A. A toll-free telephone line (800-594-3941) to the Family Liaison’s office is 

maintained by YS.  The Family Liaison shall assist callers with registration 
for notification and shall make referrals. (Refer to YS Policy No. B.8.15). 

 
 B. Corrections Services also maintains a toll-free telephone line (888-342-

6110) to the CVSB. The bureau assists callers with registration for 
notification and makes referrals. 
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 C. When a “Victim/Witness Notification Request Form” is received in any unit 

of YS, staff shall respond timely and in a manner consistent with the 
requirements of this and other YS policies governing release of 
information and victims’ rights, including transmittal of the “Victim/Witness 
Notification Request Form” to the Family Liaison. 

 
 D. No youth in a secure care facility shall receive information about another 

youth in a secure care facility by filing a “Victim/Witness Notification 
Request Form”. 

  
VII. CONFIDENTIALITY: 
 
 Both the information contained in a “Victim/Witness Notification Request Form” 

and the fact that a notification request has been made are confidential. Pursuant 
to provisions of La. R.S. 15:574.12, staff may answer inquiries from judicial and 
law enforcement agencies. Any other inquiries shall be referred to the Family 
Liaison. 

 
VIII. RESTITUTION: 
 
 To encourage youth to take responsibility for their actions and make restitution to 

victims of their crime(s), they have the opportunity to acquire skills to develop a 
good work ethic through employment in on-campus and off-campus jobs.  In 
addition, they are provided pay incentives for accomplishment of specific 
academic goals (Refer to YS Policy No. B.7.2). A percentage of their incentive 
compensation may be used to make payment toward restitution when it is 
required.  These opportunities are based on community input.   

 
 Opportunities may include paying restitution; donating community service hours; 

or satisfying court obligations, such as fines and court costs.  However, the rate 
of payment cannot exceed the youth's ability to pay. 

 
IX. PROCESSING OF REQUESTS FOR NOTIFICATION REGARDING YOUTH: 
   
 A. Victim notification laws apply only to youth in a YS secure care facility. 
 
  B. A request for notice involving an adjudicated youth shall be accomplished 

by completing a “Victim/Witness Notification Request Form”. 
 
 C. When a “Victim/Witness Notification Request Form” is received by the 

Family Liaison, the form shall be acknowledged with a letter to the person 
registering, signed by the Family Liaison.  In addition, the Family Liaison 
shall verify the information in the “Juvenile Electronic Tracking System” 
(JETS), retain a copy, and forward the request to the appropriate secure 
care facility. 
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 D. When a "Victim/Witness Notification Request Form" is received at a 

secure care facility from the Family Liaison, the youth’s Case Manager 
shall ensure that JETS is updated to indicate a crime victim's flag, mark 
the outside of the youth's Master Record, and file the form under Clip VIII 
(Refer to YS Policy No. B.3.1). 

 
 E. Should a "Victim/Witness Notification Request Form" be received in any 

unit of YS, the form shall immediately be forwarded to the Family Liaison 
in order for processing to begin. 

 
 F. When a facility enters or modifies a victim's request based on information 

from a “Victim/Witness Notification Request Form", the facility shall send a 
copy of the form to the Family Liaison. 

 
 G. Registered victims/witnesses who no longer wish to be notified must make 

a written request to the Family Liaison to cease future notifications.  The 
Family Liaison shall notify the youth's assigned facility. 

 
 H. It shall be the responsibility of the Facility Director/designee to ensure the 

victim is notified pursuant to Section X. of this policy.   
 
  X. NOTIFICATIONS: 
  
 A. If a youth escapes, the assigned facility shall immediately notify the district 

attorney of the adjudicating parish (Refer to YS Policy No. C.2.1).  
  
 B. When an escaped youth is apprehended, the Control Center at Bridge City 

Center for Youth” (BCCY) shall notify the facility of escape.  
   
  The Facility Director of the facility of escape shall ensure that written 

notice of apprehension is forwarded to the district attorney of the 
adjudicating parish within 48 hours of the youth’s return to custody.    

 
  If a victim registration form has been filed in the youth’s Master Record or 

an Alert has been entered in the JETS record, notification to the victim is 
required as outlined in Section X. C. below.   

  
 C. In the event of an escape/apprehension, parole, discharge, appeal or 

release at the time of such appeal, the youth's Case Manager shall notify 
the registered victim by certified mail. 

 
 D. The district attorney of the adjudicating parish shall be notified of a youth's 

transfer from a secure care facility to a non-secure program by the youth's 
Case Manager from the sending facility.   
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 E. If a youth is released directly to adult custody due to a crime committed as 

an adult, the sending facility shall inform the receiving adult unit of the 
victim notification request on file.  

 
 F. The Facility Treatment Directors at each secure care facility shall maintain 

a continuously updated list of all youth with a crime victim’s flag in JETS 
which includes the following: 

 

 The name of the youth; 

  Client ID#; 

  Date of admission to the facility; and  

 The name and contact information for the victim. 
 
In the event of an escape, discharge, appeal, release, etc., the Facility 
Treatment Director shall ensure the proper notifications are being adhered 
to and documented as required. 

 
 G. The Facility Director of the youth's assigned facility is ultimately 

responsible for all required contacts/notifications, which shall each be 
documented within three (3) days of the occurrence on a “Weekly Contact 
Progress Note” in JETS. 

 
XI. QUALITY ASSURANCE: 
 
 A. The Family Liaison shall be responsible for developing and maintaining a 

process to track all requests and actions taken when Crime Victims 
Registration and Notification letters and/or forms are received and 
forwarded to secure care facilities. 

  
 B. The Facility Director of each secure care facility shall be responsible for 

ensuring that a mechanism for monitoring victim registration and 
notification requests is in place to ensure the requirements of the law and 
this policy are met.  
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